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BRMORANDU FOR:  rector of rersomtel
Fi! Deputy Comptrolles

ST Acsounting Systea fer the .otomac Hecrsution
Assoniatlon,

REF- R uCE Heworandum to lrestor of Fersormel from
Comptroller dated 2 July 1957 regarding report
of sudit om Potomuc Hecreatlon Assoelation

1. Un the basis of a verbal request from fas
of your ffice in responsse to reference, the Technl
staff hos developed 2 rroposed accounting syetem for the “otomac
Recreatiof ssseeiation. The proposed system has been diseuvssed
informally with .| lof the Emplaywe kelatlons
branch., an outline of the orovoced system is attached, and 4t ls
recommended that 1% be adopted az soon ze ractieal,

2, This Offise w11l be glad to discuss any questlons you
may have concerning the propesed system and to aspist in any way
we can in placing the proposed into effect.
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nclosures

TAS/HFEYmr (5 Sept. 1957)
Distribution: » . ;
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IENTIAL
Aocounting Systen for the

Polomae Hecrestion dzencit tion

General
ageountlne fegords - This acecunting syetem provides for the suine
tenance of a "Jash and General Journal® (See Seetdon I1) and a "ieneral
Ledger® (See Seotion I11),
Aghursementz « Bach disbursement will be supported by etther (1) a
statement or invoioce or (2) s check request (exhibit Aesttached),
approved Tor payment by s duly desiznated offiolal of the issoclation.
Sueh supporting doemmentstion will indicate the nusber an! date of
the cheek issued and will be filed in a doounemtation file, Under
tids proeedure it will be necessary to couplete the check =tubs to
indlcate the date, mumber, payee, and amourt of the chechs and the
remeining cash balanee in the bank,
decedty « Premumbered receipts shall be prepared in duplicate for all
fonds recelved by the Fotomae Hecreation iaseolation, The original
should be piven to the individual from whom the funds are received and
tue duplicate should be retuined intact in the receipt book in support
of the cash received entries in the cash and genersl journal.
deposits - Leposits chill be mude systematically aznd shall include all

amoumte recelved subsequent to the date of the last deposit. {eposit

ticket: shall be mrepacved in dupligate and the receipted dupliente depocit

sip shall be held in the dooument.tion Tile as evidence of the denosit
in lienw of & Wunk book, hen deposits :sre'mdc. the date of the deposit
%will be noted in the date of deposit column of the sush and general
Journal on the zume line .2 the last cash collection included in the

dﬁmto
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E. Bonk peconicilememt « The each on hand and in bank sceount shall ve
veooniciled eact. momth wlth the monthly bank statemsnt.

F. Petty vagh = 7hc vetty cash aecount shall he metntained on an imprest
basie and no entries will e mude to the account exsept for incresses
or deereszes in the aount a;%,xhich the account 1= Lo be maintained,
tach payment {rom the petty cashfund will bs esidenced by a recelpted
involce or other gppropriste desumentaticn ine  vding in justifiable
cirewsstancer a slmple 4&5&&@&1@1 of the transaction. The szum of petiy
cash on hand and docusentation evidencing vuymenisz muelt at all times
eaual the established amsunt of the fund., The petty cash sccount shall
be veimbursed at least quarterly; the recsipted involees and other
domment tion supporting soyments made from the ascount shall be attached
to the chect request form in support of the relmbursement check.

- - b the end of each month,

the columns of the "Cash :nd Oeneral Journal® shall be totaled; alter it
iz determine: that the sum of the debit columns equal the sum of the
eredit columnz, the solwm totals esceit the “ther® oolumns shall be
pozted in summary to the general ledrec accomnia, Itens entered 1a the
ther® columns may De either smmurizes by sccount number and posted
in summery or may be postel individually {o the general ledger accounis
invelied, as may be desived. . fter Lhe postings are completed a
determinstion should be mude thet the sum »f the debit account balanrer 1z ecual
to the pum of the eredlt account balsncesn,

4. Heporis - - *Statement of Income unl Ixpence® (See E:bibdt '5') and
a "itatememt of c.nmxﬁm“ {5ee Pxhibit '0') shull be vrepared at
1sast memieanmu iy, { J P E“é o |
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Contoand Gene Y Jeurnal

fagh diebursement and each receipt shall be entered on thia form
in the aporooriate colmmns. Chee numbers shell be recorded in the
relerence nusher cobww prefixed with a U7, l.e., &1, (2, ete. The
sayee ad purpose of esch check rhall be shosm in the srxplination column,
Heceipt numbers shill ke similarly recorded, prefixed with sn "%, i.e., lel
“ml, #le, The source amnvt parpose of each collectlon shall be shown in
the explanction eolmen, Transactions Jor which speclal columnu ars not
roviied will be entered in the "Cther® eolumns, with the account number
Lelng noted in the solum: proviied for Lhst purpose. isecellaneous
transactions not involving recelpts or disbursemnts such as bun. service
charies or he anmaal closing entries -hall be recorded in the “Other”

colurmme of this Journal vith a full deseription of the transactions.

The general ledger ascounts ii:rted below are prescribed at trds time.
Other acgounts may be established as nceded. - separaste 3 or 4 columm
jedger zhest rhall be maintained for each account, |

- w This account represent: the amount ol 811 cazh
on hand «n! in bank, exespt petty cash, Uebit this asoourt mt}; all cagh
received snd oredit this account with the amcunt of ali checks written
snd with bank servies cherges,
ot Fund - Titis account represents the amount of the

petty cish imprest fund whlch is raintained for miscellansous iypes of
J4gbursements that cermot ressonsbly he made by check, Jebit o eredit
tids zcoomt only with inoreases ! decrezses in the amount of the sstablished

fand,
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50 - Syurolus - This account represemts the ommlated excese of income over
expenses. Thls aceommt will be adjuosted :3 of the end of exch fiseal year
Lhrough the transTer to it of the balances of the Orants hecelved account.,

4 opellanecus Income sccount, the several projects und sotivities acoounts,
and the fiseellanecus Expense acsoust.

5 - Grants Reselyed - Tils accourt reprssents the granbe received during the
year from the Lli velfare assistance Joard.

e = This sccourt revresants amounts received other

than Grants from the JIA welfare sl stanee doard whieh do uot relzte

to particular projects or aetivitles.

_ This socount represenis miseallanesus expanses
paid which do not relate to gm&c‘zlw nrojects or agtivities.

ta - & sepasate
acoount mmbered and titled as deslred will be maintained for sach project
or activity sponsored by the asscclation. Dues, donations, or sssespments
collected from employess purticipating in a aartieulsr project or activity
#111 be credited to the applicable apgount, Msbursements chargesbls o
& particular asotivity w11l be debited to the applicable acoount,
Hotm: ‘he balonces of apoounts Nos. 50 through 99 sbove will be transfer-ed

an of the end of each fisoal yesr to aeoount No, 83,
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EXAIBIT &
Potomae Hecrestion issoeistion

vheck leguest

mte

Rame of fayee ; smount

PUrposes

Remarks:

‘pproved for poyment by

Paid by Cheek ROy abed
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CONF ;uE\E‘a 1AL

Potomse Hecreation Asseclation
Stotement of Income and L-pense for the

neriod July 1, Lhrouglt 1z

s Feriod Cumlative
{¥rom 1o ) {July . ‘9
Orants Recelved $ A - § MAR T -
Ascellaneous Income AXL - s -
“Ascellanocus Lxpense - KAX - X
fen's softhall KA X ARY 2EX
women's softlall EN 344 Xix AXX
Groas Totals $X,cx S XXX $ XXX 2. XXX
Yt income {or expense) N

Y
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Gauh on »m‘ s an dom!
Petriy cagh
Tatal soeets
Hi oo ull

Jarplns es of

Tend of revious fioe 1 yesr
Samel-tive net Lnoome or evuense for current period

Total et -ovih
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i3 ven'a o T Gen'e bowilng: Other ]
i 1 v %f. 1 Lste oft Lash on Hemd orcin Tank : :n s‘ mff:f_'u $ ire 1 iF. 1 hGCbe MO S DPe 3 CTs Y
& L % ] T . i
1 Lete ¢ Explanation 1 _Sa. t lecosity Ly C : : : ) ) ) :
i o .
' : Check-indicste sayse, sai »irpose i ' : ! ' ' ' ' t : : :
3 H ¢ ] 1
' s Keceipts - indieacte Name of persons H : : : : ' : ' ' ' '
¥ ! oy source Irom which fauds are 1 1 1 ' ' ' ! : ' ! ' X
: : regaived, &nd Pirpone : : : ' ' : ' ' ; : ' ‘
T 1 s '
. i ! siher tramssetions - imdicate s [ ' : : : : : ' ' ' '
. ; : fall expleastion : : : ' ' : ' ' ' ' ‘ :
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